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TOUTED  STATES  DEPARTMENT  0?  AGRICULTURE 
Director  of  Information 
Washington 

May  IS,  I9U3 
OFFICE  OP  INFORM  I  ON  MEMORANDUM  NO.  56 


Facilitating  the  Handling  of  Manuscripts 

To  orcvide  orderly  routing  procedure  and  to  facilitate  handling  manuscripts 
received  in  this  office,  the  "bureaus  and  agencies  submitting  material  should 
"be  guided  "by  the  following  plan: 

1.  KATZRI-dLS  TO  BE  PRINTED  AT  G-PO:    All  manuscripts,  whether  technical  or 
popular,  and  for  whatever  series  intended,  that  are  to  he  printed  at  the  Gov- 
ernment Printing  Office,   shall  he  submitted  to  the  Distribution  Control  Office, 
Room  U59  Administration  Building. 

The  scheme  of  distribution  for  printed  publications  should  accompany  the  manu- 
script.    The  total  number  needed  for  over-all  Department  use  and  for  other 
agencies  will  be  determined  by  the  Distribution  Control  Officer  while  the 
manuscript  is  undergoing  editorial  review  and  final  preparation  for  the  printer, 
including  examination  by  other  bureaus  or  agencies  with  related  programs. 
(This  changes  existing  procedure  only  by  having  the  Distribution  Control  Office 
receive  all  manuscripts  for  printing  for  the  Office  of  Information.) 

Copy  for  offset  printing  at  the  GPO,  together  with  the  scheme  of  distribution, 
shall  be  sent  to  the  Distribution  Control  Office,  before  final  clean  copy  is 
typed.     Copy  will  be  forwarded  to  the  Chief  of  Publications  for  editorial  re- 
view and  returned  to  the  originating  agency  for  typing  of  final  copy.  The 
agency  will  then  forward  the  finished  manuscript  to  the  Distribution  Control 
Office  whore  the  final  distribution  scheme  will  be  attached,  and  both  forwarded 
to  the  Printing  Section.     (Sets  up  new  procedure  on  routing  and  clearance.) 

2.  PEP  ART:. ST  PERIODICALS:    All  manuscripts  for  printed  Department  periodicals, 
after  regular  clearance  procedure,  shall  be  sent  to  the  Distribution  Control 
Officer  who  will  forward  the  manuscripts  through  the  Printing  Section  to  GPO. 
(Sots  up  now  procedure  on  routing.) 

3.  JOB  WORK:  All  job  work  should  be  submitted  directly  to  the  Printing  Section 
Room  5^0 ,  Administration  Building.     (No  changes  in  procedure  or  routing.) 

h.     GRAPH! CS :    After  clearance  with  the  Assistant  Director  in  oharge  of  Publi- 
cations, Campaigns  ajid  Gra'ohics,  all  printing  requests  and  accompanying  distri- 
bution schemes  for  posters,  mats,  and  other  graphics  intended  for  popular  use, 
except  motion  pictures  and  exhibits,  shall  be  sent  to  the  Distribution  Control 
Office.     (SupplemertB  Office  of  Information  Memorandum  No.  52) 


Reserve 


5-  DUPLICaIZD  IlTO.-u-.ATIQU  .-JDS:  a11  copy  for  information  aids,  as  defined  in 
Office  of  Information  i-.emorar.dum  No.  52,  shall  be  sent  to  the  Distribution 
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Control  Office.     If  any  information  aid  is  to  be  given  a  serial  number  in  the 
Food  Information  Series,  the  material  must  be  initialed  by  the  campaign 
manager  in  charge,  or  by  the  Chief  of  Special  Reports  Division,  Office  of 
Information.     Serial  numbers  will  be  allotted  at  the  Distribution  Control 
Office.     (Supplements  Office  of  Information  Memorandum  ITo.  52.) 

6.  ADDRESSES  AbTD  ARTICLES  FOR  OUTSIDE  PUSLICaTIOIT;     a11  addresses  and  arti- 
cles for  outside  publication  shall  be  sent  in  duplicate  to  the  Assistant  Di- 
rector of  Information  in  charge  of  the  Administration  (EPa,  FDa,  aRa)  con- 
cerned, three  days  in  advance  of  the  date  clearance  is  reauested.     Such  materials 
originating  in  ECa,  Extension,  ES,  REA,  B^E,  and  other  offices  and  agencies  not 
within  an  administration  shall  be  sent  to  the  Assistant  Director  of  Information 
in  charge  of  Press  and  Radio.    The  Assistant  Directors  will  return  one  of  the 
copies  to  the  originating  agency  and  the  other  copy  to  the  Chief  of  Publications 
for  record  keeping  and  checking  with  other  agencies  in  case  of  subject  matter 
related  to  the  work  of  more  than  one  agency.    If  outside  clearance  is  required, 
the  Assistant  Director  in  charge  of  administration  information  shall  supply  a 
copy  to  the  Assistant  Director  in  charge  of  Press  and  Radio.  (Supplements. 

and  changes  some  items  in  Secretarial  Memorandum  ITo.  1025,  Supplement  1.) 

7.  RaDIO  SCRIPTS:    Eive  copies  of  all  radio  scripts  containing  statements  to 
be  made  by  policy-making  officials  (Secretary,  Under  Secretary,  assistant 
Secretary,  War  Eood  Administrator  and  his  deputies,  and  other  policy-making 
officers,  and  all  chiefs  of  bureaus)  shall  be  sent  for  final  clearance  to  the 
Assistant  Director  of  Information  in  charge  of  Press  and  Radio  three  days  in 
advance  of  the  broadcast  date.    He  will  handle  the  necessary  clearance  with  the 
Office  of  War  Information. 

Three  copies  of  all  radio  scripts  containing  statements  by  officials  below  the 
policy-making  level,  including  scripts  in  Washington  for  broadcast  in  the  field, 
shall  be  sent  to  the  Chief  of  the  Radio  Service  for  final  clearance  for  the 
Department  and  with  the  Office  of  War  Information.     (Supplements  and  changes 
some  items  in  Secretarial  Memorandum  No.  1025,  Supplement  1.) 

These  procedures  on  routing  of  information  materials  are  designed  to  facilitate 
movement  to  the  printer  and  duplicating  plant.    Any  questions  on  Paragraphs  1 
through  5  should  be  referred  to  J.  K.  McClarren,  Executive  Assistant,  Publica- 
tions and  Distribution  Control,  Extension  2258  or  ^979.    Any  questions  relative 
to  Paragraph  6  should  be  referred  to  Henry  Jarrett  or  W.  K.  Charles.  Any 
questions  relative  to  Paragraph  7  should  be  referred  to  Henry  Jarrett  or  Wallace 
Kadderly. 


Keith  Himebaugh 
Acting  Director  of  Information 


